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MEMORANDUM FCOR: Chief, Records Administration Branch

SUBJECT : Vital Records Report

1. Thls peper is presented in answer to your request that I examine
the Agency's current Vitsl Records Program and submit my recommendstions
for improvement.

2. Before I present my findinges and list recormendations I feel that
a brief history of our Frogrem will show the importence of a "Total”
Bmergency Program, A "Survival” Program that will sssure us of the
simuitencons availebility of People, Facilities (equipment), and Vital
Records.

3. Executive Order 10346 (Exhibit A) issued by President Trumen in
April 1952 mede it mandetory thet each Federal Agency estaeblish » propran
for maintaining the continuity of its essentiol operations during a period
of emergency. It was very easy for us to comply with this as ouwr "Vitsl
Records Program” had its befinning in 1948 as part of the overall Agency
Emergency Relocation Plan, This plan resulted in the selection end
establishment of a relocation site presumed to be a safe distance from o

”‘\xgritic&l target srea (Washington). This was consistent with the then

25X1A6a

carrent policy for Evacuation of essentiol personnel snd also in agreement
with baelc assumptions as prescribed by the Office of Civil Defense and
Mobilization (Exhibit B).

L4, We later learned that our Program was also consistent with the
recommendations of the Tssk Force Report on Paperwork Mansgement in the
United States Goverrment released in January 1955. This Task Force recom-
mended that Agency relocation plens and vital records programe be closely
coordinated (Exhibit C). Experlence hes shown us that such coordination
is =absolutely essentisl to the success of an Emergency Program.

5. 1In the earlier years of our Program we could have very likely
carried on our essential emergency operations through evacuation of our
emerzency personnel to [l However, since the issuance of these suide-
lines, as established by OCIM (Exhibit B), great scientific and technical
advances have been made that imperil our present Emergency Program. The
advent of the ICBM and the resulting effect of fallout coupled with re-
duction in warning time makes our present Emergency Progrem unrealistic.

It is for this reason that I presented my previous paper (1} December 1967)
concerned with the "Total" Emergency concept.
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6. The recommendations that I include result from ideas that I have
had for some time and that have received additional impetus from my talks
with Records Officers of the Agency. During this "Examination” I met and
discussed Vitsl Records with the A-ency's Emergency Planning Officer, the

25X1A6a Deputy Commanding Officer of—, the Records Management Officers for
DD/P 2nd DD/I, as well as twelve (12) Records Officers representing offices
of each of the four Directorotes, representatives of Agency repository,
and several others.

7. In each of these meetings I dilscussed Vital Records in the light
of its importance as an essential aspect of a "Totsl' Emergency Progrom.
Without exception, 211 persons that I contacted sgreed that the Agency
should review its "Total” BEmergency Program.

8. It iz my personal feeling that the main weakness appeers to have
resulted from a lessening of importance of the Program. For the first 10
years we had en excellent program., Our people were motlveted becsuse OCDH
presented a reallstic program, Participstion in snmual operatlon alerts
generated interest among our people and provided us with the necessary
information to permit an objective evealuotion and implement necessery
improvement of our Progrom,

9. There doeg not seem to be pufficient genuine interest and enthus-
iasm emanating from the Nation's Emergency Planning Officlals ot thie tive,
It is very dilfficult to motivate workers if those responsible, OEP and GUA,
cannot present a more realistic program.

1G, I sincerely feel that the correction of this weakness would be
helpful in improving the following additional weoknessee that I categorite
under the gppropriate asgpect of a Total Program:

A, BEMERGENCY RELOCATION

25X1A6a 17 15 HIcHLy ProsABLE THAT [ #ovro sEcam rvopmrATIVE A TDE
OF EMERGENCY.

The tremendous destructive power of Intercontinentsl Ballistic
Missiles =nd the resulting fallout could meke our above ground facility
25X1A6a =t JH incperative. 1In cddition, I feel that 1t is highly improbable
that our emergency relocation personnel would have gufiiclent time to
25X1A6a evacuste tofll Contrery to the thinking of our Nation's E.P.O.
officials, I feel that the days of orderly evacuation no longer exist.

B, EMERGENCY EQUIPMERT

THERE IS A DEFINITE LACK OF EQUIPMENT CONSIDERED ESSENTIAL TO THE
CONVERSION OF NON-PAPER TYFE RECORDS INTO USABLE FORM AT THE TIME OF
RERGENCY,

-
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The ract that several offices have deposited magnetic tapes, half-
tone negatives, NPIC type film, cte., it is necessary that we have
specialty type eguipment ¢apable of converting such information intp
readoble form svailable at Relocation,

C. VITAL RECORDS

1. THERE IS GRAVE CONCERN AROUT THE ADEQUACY OF VITAL RECORDS
COVERAGE,

Many Agency Records Officers have indicated that they Go not feel
confident that they have selected all Vital Records necessary to csrry out
the emergency mission of thegr office, We cen attribute this to the faot
that most records officers havae not been briefed in the Emergency mirssion
of their respective offices and in gsome cagse: do nol even know thelr
Emergency Fhanning Officer,

2. IN MANY INSTANCES, ESPECIALLY IN TE ID/I AREA, THE VITAL RECORD
AND ARCHIVAL RECORD ARE ONE AND THE BAME,

This consolidation or dual useage jeopardizes both programs.
Responsibility for preservetion of Archivel Records is zontained in
Public Law 754 (Exhiblt D) while Executive Order 10346 (Exhibit A) requires
that we protect Vital Récords. These are two separate vrograms =nd mgt
be maintained separate ond independent of one another,

3. CHANGES HAVE BEEN MADE IN VITAL RECORDS DEPOSIT SCHEDULES AND
PROCEDURES THAT HAVE WOT REEN FORMALLY APPROVED,

There have been changes made in Vital Records Depoaite without the
smending of current Vitel Records Schedules.

1l. In order that the above weaknesses may be corrected, I submit
the following recommend:tions for your review:

A, CONSTRUCTION OF AN UNDERGROUND VAULT AT LANGLEY USING THE MILL
IDMMEDTATELY BEHIND THE HEADQUARTERS BUILDING.

Ihe protectlon afforded by the natural terrain, plus providing
add@itional protection thropggh lining the walls and ceilings with layers
of conerete, lead, ete, showld permit us to withstand an attack on our
Notdon's capital and protect against regulting fallout. The construction
of this facility should provide sufficient space to accomodate = cndre
of highly essential workers with mindmum 1living quarters. In addition,
equipment cormensurnbte with the type of records and emergency office
operation (ADP, EDP, Microfilm, photo interpretation, etc,) should be
placed in this facility. Because of its proxinity to our main building
thie facility could be used productively in fulfillment of the dey Lo day
peace time operatlons of cur Agency, thereby providing gainful utilization.
A tunnel, linkins the main bullding with thiec underground site would
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assure us that owr people; records, and equipment would be browsht together
at time of need (Exhibit F), In the event of 2 night attack we would ot
lenet have owr night headgquarters force, who siwould be trained to support
our essentiasl emergency operations.

B. 1IN THE EVENT THAT THE ENGINEERS RULE THE A \ THEN RECGHEND
THE RELOCATING OF AN AGENCY OFFICE T0O ANWD THE
CONSTRUCTION OF AN UNDERGROUND VAULT

Thiz eould Be secomplished through the selection of an Arency office
that could conduet 1ts doy o day pesce time operstions st
In gelecting this Agency component, consideration should be given to an
sctivity thet uses zome machinery (EDP, ADP, Microfilm, photo interpretotion,
ete. ) thot would be needed to permit meximum utilization of &1l Vitel Records
(topes, tab cards, photos, films, etc.) stored for emergency operstions.

The persomnel manning this "field operation” would nsturally be speeialists
in performing the duy to dey work for thelr parent office, but be trained
28 generalists in overall Agency emergency operations,

C. ESTABLISH A BETTER LIAISON BETWEEN AGENCY EMERGENCY PLANKING OFFICERS
AND RECOBDS OFFICERS,

Records Officers cannot select Vital Records until they have been
briefed in the Esergency Mimsion of thelr Office. Puriher, the Records
Qificer can be very helpiful in informing his E,P.0,., of the nesd for special
equipment necessary to obtaln maximum utilization of the relocated records.
At the present time we have, a2t relogstion, records esgsential to emergency
operations thel camnol be used because of the lachk of speclol equipment.

D, FRESENT A VITAL RECORDS SEMINAR AS S00W AS PRACTICABLE,

This seminer would define the need for » Vital Records Progrom, describe
the techniques employed, emphasize the need for teawrork, ond stress the
"Wotal' program concept. To cobtaln the maximom benefit from thiz seminar
it is leperative that all Bmergency Plamning Officers sttend with their
respective Records Officers. I am certain that such a seminar will Jdo
mgch toward motivating 211 vho attend,

E. UNTIL A "HARDENED S8ITE" AS DESCRIBED IN RECOWMMENDATION A OR D CAN BE
OBTAINED, MAINTAIN ALL VINAL RECORDS IN A SPECTAL AREA, SEPARATE AND
DISTINCT FROM OTHER RECORDS,

A Vital Record must not sarve as the record or archivel copy. It rust,
in o1l instances, be an extra copy of an espentisl document set =side fov
uge at time of emergency. To have n copy serve o dual purpose (Archival
and Vital) jeopardizes both programs and continuation of this could prove
very disasterous ot the time of ao emergency, I understand that dual
useage was atarted sa on economy wmeasure, The savinge realized represent
false economy when compaved with our possille insbllity to have the Vital
Becords lmmediotely asccesgible at time of need. It 18 very possible that

whpe
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a situetion mey arlse requiring thot all Vital Records he moved to ¢ more
protective srea. This gquestlon of woving Vital Records to o more protective
location wasn an actusl problem given this Agency during the 1956 Operation
Alert.

This wmove could be very esslly accomplished if the Vital Records were
stored sepsrately, but could prove chaotle if they had to be individuolly
selected Trum the rﬁr srchivel records ot I or from those th:t
have been moved to . In =ddition, this dual purpose could Jecpar-
dize our responsibility to preserve, for historical purpoges, (not part of
2 Vital Records Program) those records that document the activities and
opsrationg of this Agency. This consolidation hos caused concern to DB/I
and DD/SUT offices.

To illustrate the problems encountered in meking »ne copy serve o
duel purpose, I atiach Echibit E, »n extract from my oversll evaluation of
the 1956 Operation Alert.

F. DMPROVE OUR METHOD OF RECORDING, FILING, AND MAINTAINING OUR VITAL
RECORTS DEPOSITS,

With the consolidstion of the Records Center and Vital Records Prosram
maxy of the cervices necassory to :n effective Vital Records Progrom vers
curtailed, The discontimience of the Availability Reglster, reduction in
EDP equipmett, reductlon in inter-iiling, ete, In order that we mey improve
our services I believe thot it 18 essentinl thot permanent »nersonnel be
sgsigned to Vitel Records Repository Operations. I further belleve that
these employees should be seporate from any Records Center operations. To
effectively correct this deficiency and to provide the Azency offices with
current acecunting of thelr resources and assure them that thelr Vitol
Records are current nnd nceessible would require three (3) employees.

I om certaln that the benefits to be gained would certalnly juetify
the expenditure d salaries for three employees. At the present time it ig
necessary for cerfaln offices to send employecs to[ I to interfile
their Vital Records. In many ceses this involves 08-13's.

G, ALL VITAL RECORDS DEPOBIT SCHEDULES BE REVIEWED BY THE OFFICE HEAD,
THE RESPECTIVE EMERCGENCY PLANNING OFFICER, AND THE RECORDE OFFICER, SFRONE
SUBIBSION TO TUIS OFFICE FOR OUR REVIEW AND APPROVAL,

Thi=z zhould be acgomplished ac goon as practiceble, following the
Vital Records Seminar, This will »lso aseist in achleving better lisison
ss defined in Recommendation "C".

H., SEPARATE VITAL RECORIS INTO TWO CATEGORIES: THOSE NEEDED FOR

DMEDIATE OR CONTINUED OPERATION; AND THOSE NEEDED FOR RECONSTRUCTION
PURPOBES .
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This refinement in the selection of Vital Records could result in
permitting the storarse of those records not needed for immediate use 3
o more remote wnderground protective svea. I feel that this decision
et owalt the red#iining of our vorious offices emeriency missions.

i, THE VITAL RECORDS FROGRAM MANAGER SHOULD ATTEND BERGENCY FLANHING
HMEBETTINGG,

Ao ¥itoel Records i one of bihe esgentinls %o a succegaful Ewer oncy
Program, it is imperative thet I ottend such meetinga, I feel that if
this wae presently in effect we could have prevented some procedural
chenzes that have caused deterioration in our Pro grom.

J. ALL CHANGES AFFECTING VITAL RECORDS DEPFOSIT SCHEDULES AND FROCEDURES
BE APPROVED BY THE AGENCY VITAL RECORDS OFFICER,

There huve been certain changes in the Vital Records Deposite thatl
have caused considerable concern smong Agency Vital Records Officers.
Meny times the depositing office i not the user of the record., It is
therefore imperative that all proposed smendments to schedules ond changes
in procedures be reviewed and approved by the Agency Vital Records Officer
vho hag overall knowledge of Vital Records Deposit Schedulesn.

K, CONDUCT ANNUAL RELOCATION TESTS TO DETERMINE THE FDEQUACY OF ALL
RELOCATION FACILITIES AND ¥ITAL RECORIS,

The optimm would be the reactivation of Operation Alerts, simultaneous
relocating of ell Governmment ogencles, but if this can't be aceonplished
I recommend that we conduct our own Agency teste. There ie ro better woy
te evaluzte our "Total" program then to attempt to operate with only the
facllities and records that would be 2t our disposal at time of ecmergency,
I am certain thst such tests would rrovide us with much food for thought,
and permit us the opportunity to critique our findings snd implement
improvement.

12. Becouse this whole Emergency Program muet De considered an
insurence program we must fake immediate steps to assure that we obtain
the meximus benefit from such a necessary program. Unllke other Records
Progrime it Is not yossible for us to show monetary benefits to be de-
rived, bui the benefits %o be realized concern much higher stakes - the
national security of our country.

13. I would appreciste the opportunity to discuss these views with
you at your convenlence,

25X1A%9a
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